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{#7/ APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMONT DE AL ANy OF STATE o
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INSTRUCTIONS See Publication No 76—-°M—-1 for mstructnons on cornpletlng this form. Forward sigried ongmal to
b Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,
Attention: Scheduimg Sectlon T S
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{ FOR AGENCY USE_ S B Ageney Address , ' FOR RECORDS MANAGEMENT USE

" appi D . ' T
. Applicstion ate _ Georgla Ports AufhorHy Apphcat:on Number

_...8/25/80 Finance Division ,,79~§:fﬁf;f

" Application Numbar Post Office Box 2406 ' Date Recsived Date Comple?ea T
. _84.(79-3) | | Savannah, Georg Jta 3‘49% o | A6 271980 |SEP -8 1980

2. Parson to Contact Workmg Tltle S Telephone Number T
| Robert S. Parsons . Director  964-1721, # 210

- = - i il

3. Action Reques‘ed .
a. (] Estapusn Retention Scheduléd; record will continue to accumulate.
b. (O Dispose of present accumuiation; no further accurulation anticipated,
| _e. ¥ Amend Application No. .. 7/9-3. ___ ____ Check One: ® Change; O Supercede; [0 Void

t 4, Dates of Series 5. Recards Series Title (followed by title used in office; if different)
Earliest . Latest '

1912 1 To Date Lease Files

fe Dmsrm and Ofﬂce Fum;tson What‘ is the functlon of the Dmsnon and the Office in whneh thls record series is created?

The Director of Finance is responsible for the accounts of the Authority and establishes
and mzintains accounting methods and procedures for the Authority. He approves all
expenses for the Directors' meetings; is responsible for the auditing and accounting
provisions of all contracts, leases and agreements of the Authority; provides protection
of the assets with adequate internal control procedures and assures proper insurance
coverages for the Authority's properties; and coordinates the preparation of the annual
budget with the various divisions. Under his supervision, monthly financial statements
are published and related financial and cost data reports are prepared and distributed.
The purchasing function is alsoc a part of his reponsibility as well as the maintenance
of all confracts, leases and agreements of the Authority.
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7. Record Series Descrspt-cn Thls file contains the following documents (.-ncIJde form numbers and titles, if any)
. Attach samples of the file. ;
Documents relating to: - Leases with lndus+r|al and commerc1al agenCIes for use of space

provided by Georgia Ports Au+h0r|+y

Included are: Lease agreements, SpeCIflC drawings to space and area, insurance
policies, financial documents, easements, right-of-ways and
related correspondence.

File is arranged: By terminal, alphabetically by lessee.

"8. Monthly Referenca Rate How often are records referred to which are: o 0 B
One to six monthsoid -: Seven to twelve monthsold ___ ______; Thirteen to twenty-four monthsold . —____;
twenty-five monthsand older_ __~ . ___7?

9. Annual Rate of Accumulation of Rem?&s—iﬂh o S ' s T
Letter-size drawers ———._....—; Leyalsize drawers —_.. ., _;Shelves_______;Other (.spec:fy} 3 legal boxes

———— - - —= - e, s - . T T = T B ST et e St T ——— e e g
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¢, Foderal law _

=

Attach copy or excerpt of laws or regulations. Explain administrative need.

Due to Benton Brothers' lease - extended 2 years in dead storage.

[ - . . . . i P L
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12.

Recommendations in para-
graph 12 are approved, _
(if disapproved, attach letter
of explanation.)

— e —— e — —— i T v

Anuroved Dlspos:tmn lnstructsons j This agency recomn‘ends that the file series be cut otf at the end of each P
Lo P B | Calendar Year O Fiscal vear; EB Other __;“_.“ I L «M___then

D Hold in the current fllea area etf__month(s) T fear(s) then - ‘ , R
O Transfir to local hoiding area, hold_._.____.._,year(s) then g ol T Tl B
(3 Transfzr to State Records Center: hold i (. o .yea. (s); thenn SR e -
O Destroy, R R - P

O Transfer to State Archives for permanent retention,

O Other {Specify) :

Upen expiration,:place in inactive flie 1. year; transfer to local holding area 2
years; transfer to dead storage for 5 years; then destroy. A lease which has

expired but relates to the new Iease with optlons should be retalned with the active

lease.
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| Agency Head/D

Date

._ Y&ars. f. Federal retention instructions .. __vyears,

e e e ]
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 YES | NO_| 10. Questionnaire _ jPIace an "X" in the proper oolumn} _ ,____..‘._.._‘,._______L_.r_,,,‘ ”_:_:
3. Is this the offuc:al copy of the series? . T
| x bt _1_ __lfnot whereisit? o . : L . L
« b‘ Does the series oontam'confldenttal mformatlon requmng security handhng? If yes cite law or regtflatior'r‘.
v [ x| 1 c isthisavital record? - :%"_.T-—mi o S ' . -
X | | d. Does this series have historical or Iong term research value? Iong “ferm - noT h isforical | _
e. When one or two documents in the file make it necessary to keep the entire ftle for a Iong period, could these
N documents be scheduled separatelv? _ R — _
L1 2 | _f._Isthe information contained in this series elemubhshed? 1 \res 'él'ttach_cogv_.."_ . ,
Is the mformatlon contained in this series ever analyzed and/or recorded ina summarlzed report?
o N ,,lf ves.attachecooy, .. b R,
h. 1s there a duplication of this series in your office, or m another office or agency?
1 X |t ves.where? - e — e _
o ___Ll X i. Is this series for a. ma;ozooct:_on_onﬁ requ\armmicrofmned7__ e .
[ | _EJ i. Does the record series result in a computer printout? . . e ]
11. Retention Requiremeants ;f The foltowing requires the series to be kept:
a. State Law ———___Y®ars. d. Audit period e e e Y BATS,
b. Swatute of limitation . __ ._. .7 _years, T e. Administrative need 2 years.
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Date
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Attorney General/Desngnee
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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT, DlVISION
IN‘STRUCTIONS See Publlcatlon No. 76—RBM-—1 for instructions on completing this form. Forward mgned original to
Department of Archives and History, Records Management Division, 330 Capito! Avenue Atlanta Georgia, 30334,

Attentlon Scheduling Section.

FOR AGENCY USE 1. Agency Address i T FOR RECORDS MANAGEMENT USE |
[ Appiication Date . Georgia Ports Authority ; Appiication Number :
11-30-78 ~ Finance Division | T7TQA-3
Application Number Post Office BOX.2406 YT p—— e Gamgieed
41 Savannah, Georgia 31402 DEC
— thr 22 1978 | JAN_ 181978
2. Parson to Contact Workmg Title Telephone Number |

Rober* S. Parsons Director of Finance 964-1721, 210

3. Action Requested )
a. (I Estapush Retention Schedule;}ecord will continue to accumulate.
b. [J Dispose of present accumulation: no further accumulation anticipated.
¢. ™ Amend Application No. 129 —. Check One: (X Change; {0 Supercede; 3 Void

4, Datss of Series 5. Records Serias Title (followed by title used in office; If different] N
Earliest Latest , '

| 1966 | _To pate Lease Files . n
' 6. Division and Office Function * What is the function of the Division and the Office in which this record series is created?

The Director of Finance is responsible for the accounts of the Authority and establishes
and maintains accounting methods and procedures for the Authority. He approves all
expenses for the Directors' meetings; is responsible for the auditing and accounting
provisions of all contracts, leases and agreements of the Authority; provides protection
of the assets with adequate internal contrcl procedures and assures proper insurance.
coverages for the Authority's properties; and coordinates the preparation of the annual
budget wlth the various divisions. Under his supervision, monthly financial statements
are published and related financial and cost data reports are prepared and distributed.
The purchasing function is also a part of his responsibility as well as the maintenance
of all contracts, leases and agreements of the Authority. '
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7. Record Senes Descﬂpnon ] This file contains the following documents (mclude form numbers and tltles if any}
' Attach samples of the file. o
Documeqb{ghﬁngtq:r ‘Y’Leases with |ndus+r|a1 and commerC|al agenC|es for use of space A

provided by Georgla Ports Authority.:

Included are: Lease agreements,. specific drawings to space and area, Insurance
: policies, financlal documents and related correspondence,

File is arranged: By terminal, alphabetically by lessee. : . -

8. Monthly Reference Rate How often are records referred to which are: T
One to six months old __l___. (5 Seven to twelve months old 1__,__; Thirteen to twenty-four months oid 0 :
tWent’y five'months and older Y '

9. Annual Rate of Accumulatlon of Rerords ] - ) }

Letter-size drawers ; Legalsize drawers . __; Shelves ; Other (specify) 3 legal boxes
AR-50-71; Rev.76 {Over) - T
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YES No 10 Oheﬂlon;:glre (Place an "X" in the proper column) M - TN "i:‘j
. Is this the offlc:al copy of the series? _ e NP
X ____If not. where is it? . : _ ]
u Does the series contain conldentlal mformatlon requiring security handlmg? If yes, cite law or regulatlon 4
R ]
X ._Is this a vital record? - , . ;
3 I d Does this series have historical or lon gterrn research value? long term value -:not historical
e, When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
La S ~dggum§nm§@mgggimm% 3 , : e
L XL f Is;hgmmmﬂmmmmnﬁgvemubushe;ﬂmluehaﬂach GODY, e
g Is the information contained in this series ever analyzed and/or recorded in a summarized report? ' o
1 X 1 - Ifyes, attach copy. ‘ , ]
h Is there a duplication of this series in your office, or in another office or agency? ' :
| | X {_ __1fves where? ~ e
ol ,.__JL,Jaﬂmms_gslmmmma_aauLeguJaﬂmmmﬁdLm*& - , — ]
L 1.2 1 _i._Does the record series result in a computer printout? - . o
1. Retentlon Requirements _The following requires the series to be kept:
a. State Law : years. d. Audit period - years,
b. Statute of limitation 2 years. .. e. Administrative need | _.years.
_¢c. Federallaw . _ - cewnVeArs, . . _f. Federal retention instructions .. .. . ___years.
Attach copy or excerpt of laws or regulations. Explain administrative need. . !‘ o . -
.\ : H - .
- B i i - - - - 7\.7 - - - F‘a ’2 - |
- . — ..L P — - —_ - — - E —
o e DL Rl T D ol il
12 Annmved Dnspositnon Instrucnons - This agency recommends that the fule senes be cut otf at the end of each e e
S S I -0 Caiendar Year El Fuscal Yedr; & Other R s T T then,
P S T T S - (e SEREE R i ) o
0O Hoid in the current files area . . ._month(s) —_ /ear(s} then CoTimivE T
{1 Transfer to local holding area, hold .~ "= -year(s); then ~~ - e e £
[0 Transfer to State Records Center;hotd "'~ ~ _year{s); then R i'_f o
O Destroy. e A o
O Transfer to State Archives for permanent retention.
O Other (Specify) '
Upon .expiration of lease, place in |nac+|ve file and transfer to local holding area 2
years; __transfer. +o dead storage for three years; then destroy. . A lease which has -
expired but ‘relates to the new Iease with options should be re+a|ned W|+h the active
lease.
These instructions apply to all prior and future accumulations of the series.
yadlms nee (Signature) _ Date Records Ma“gggement Officer (S:gnamre} Dat; i_
///LAZ MM/ | W (2-20-7F
Stats Records Committee (Signature) Date
Recommendations in para- . — : -
graph 12 are approved, State Auditor/Designee "'/7 7?
(If disapproved, attach letter
of explanation.) Secre%eloesignee / - 5’ - 7 s
r s 1 e
Attorney General/Designee / o/ ?“7 7
/
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